PowerPoint Tutorial
Introduction

This tutorial will introduce you to the basic functions of PowerPoint so
you can create a presentation for your class.
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Starting PowerPoint

To start PowerPoint, click on the Power-
Point icon on the left-hand side of the
desktop or, through the Start menu.
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Creating your Presentation

'I When you first open PowerPoint, you
will see the main window of Power-
Point 2010. Click on title or content
areas to modify them.

Click to add title

Click to add subtitle

Clickto add notes.
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2 To add a slide click the Home tab,
then the New Slide button, and finally Xl = o Ju oA N
select the desired slide layout. P g | ElEseaon- | P LU 8 KA
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3 You can change the slide layout by ‘ —
clicking on the Layout button and se- B! g - s
lecting the desired layout of the slide.
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PowerPoint Tutorial

Rearranging your Slides

'I To make a slide change its order of
appearance, click on the Slides tab on
the left side of the screen.

Home Insert

— |[E=] Layou
By~ | ° E Reset
New i )
j Slide ~ _‘SECtIC
Clipboard 1a Slides
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2 Find the slide you want to move. Click-

and-drag it to where you want it fo ‘i) Do i
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* Click to add

3 Your slide will now be in the place you
i | Home Insert Design Transitions Animations Slide Show
want it to be. Note that all the slides B4 ) B I
e rase ol ew Bgreset r AV. A A —
below have shifted down. SN (L RO B SR ==
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PowerPoint Tutorial
Adding Pictures

Adding pictures enhances your presentation and helps communicate

your thoughts to your audience.

'I To add an image, first click the Insert

tab at the top of the screen. Click on
the Picture button to open the file
browser.

Home Insert Design
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Table Picture Clip Screenshot Pho
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Tables Images

2] nsert Picture

2 Navigate to the folder your image is
in, and select it. To import more than
one image at once, hold the control
key and click the images you want.
Click the Insert button.

» Pictures » Public ictures » Sample Pictures
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3 You can now reposition the image by

clicking and dragging it. To scale the
image, click on the image, then click on
a corner and drag to the desired size.

Note a lighter preview image will ap-
pear in the background to aid you in
resizing.
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Inserting a Movie

'I Click the Insert tab, and find the
Video button.

2 Navigate to the folder that your
video file is in, Select the file then
click Insert.

3 If you want to change video options,

the controls are available on the
upper left, when you click on the
movie.
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PowerPoint Tutorial
Saving your Presentation

Save your PowerPoint to a Flash drive so you can show it at your
presentation.

'I Click on the File tab and then click

Home Insert Design Transitions Animations Slide Show Review View
Save As. e . o
r Information about Title Slide
& save As ‘
5 Open — Media Size and Performance
& Close &9 Save disk space and improve playback performance by compressing your
L media files. Compression might affect media quality.
m C&"‘:’*“ Media files in this presentation are 12 MB.
e More ways to improve media performance
Recent
= Permissions
New A
oy Anyone can open, copy, and change any part of this presentation.
print Protect
Presentation *
Save & Send
Help = Prepare for Sharing
[ ﬂ Before sharing this file, be aware that it contains:
] Options L Document properties and author's name
ek c h le with disabil bl d
=0 il ontent that people with disabilities are unable to rea
Versions
Q 52 There are no previous versions of this file
4
Manage
Versions +

2 Type in a descriptive name for your ﬂwi‘u—\-ﬂp
PowerPoint presentation and then click ‘
Save.

Note that if you will be using an older e |

version of PowerPoint (97-03) for your Weie

presentation, under Save as type se- —

lect PowerPoint 97-2003 Presenta-

tion. e
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PowerPoint Tutorial
Burning your PowerPoint to CD

Saving your project to a CD involves a different process than saving to a
Flash Drive or folder to ensure your files will be available.

Slide Show

Animations

Insert Review  View

Design  Transitions

-I Click on the File tab, then click Save &

Send, then click Package Presentation el sme TR Package Presenation for D
. & saveas
for CD, and then click the Package for s B2 Send Using Exmai SENE S eckios s LSS el e e
CD button. o o @ o e v
Tfo Any other files added to the package
The Microsoft PowerPoint Viewer to play tl
(et Save to SharePoint
New ? Broadcast Slide Show Paik:ge
for CD
Bl 5] publish Sides
ER ...
el
Z me H Change File Type
Bt Q Create PDF/XPS Document
gJ Create a Video
s 2 Package Presentation for CD
B j Create Handouts
2 Name your CD something descriptive Package for CD L2 oS
Clnd then pUT a blcmk writea bIe CD in \.) Copy a set of presentations to a folder on your computer or to a CD.
the CD-ROM drive. Then click Copy to .
cD Py Name the CD: | presentationCD

Files to be copied
‘EﬂMyPowerPoinﬂ?resentaﬁon.ppl'x

Remove

Options...

11

Copy to Folder... ] [ Copy to CD Close

3 PowerPoint will then burn your CD
with all the files you need.

Be sure to label your disc, once it is
finished burning!

Campus Wedia Center

Haltimedia RREHEYS

9/22/2010 Edited by HRV 7




